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DESCRIPTION

RECORDS AND RECORD SERIES ARE LISTED BY ITEM NUMBER AND TITLE GIVING FORM NUMSER, IF ANY, DISTRI-
BUTION OF COPIES, AUDIT REDUIREMENRTS AND THE RECOMMENDATION FOR RETENTION, IN SPECIAL INSTANCES, °
THE RECORD MAY BE MORE CLOSELY DESCRIBED GIVING COVERING DATES, SIZE AND QUANTITY OF RECORDS,
FILE ARRANGEMENT, TYPE OF INDEXING AND A DESCRIPTION WITH RESPECT TO ORIGIN AND CONTENT, USE
WHILE ACTIVE, AND RELATIONSHIP TO OTHER RECORDS.

{tem
Ne, ' , Description aad Retention

i. MINUTES CF PROCEEDINGS OF THE COQUNCIL

The trinutes are composed of typescript copy as well as tape recordings and mimeograched
copies for distribution relating to action of the Council on policy and all official
matters affecting the as szgned duties and responsibilities of the Council.

RECOMMENDATION: RETAIN PERMANENILY ONE‘. TYPESCRIPT SET CF THE MINUTES QF PR&EE.DI[;"GS AS
THE RECORD COPY. RETAIN TAPES FOR FTIVE YEARS THeN DESTROY.

Y

‘ HIGHER EDUCATION GEWERAL INPORMATION SURVEYS (HEGIS)
This record series is an infoxrmation bank composed of cards and forms prepared by data
processing, as wéll as forms and reports originating in the Council or deposited by
educational institutions and other sources. The information on the forms and cards may
be transferred to magnetic tape, and recaptured and printed out as required for reports
and studies which are included in these files.

RECOMMENDATION: RETAIN HEGIS REPORTS, TAPES AND PRINTOUTS FCOR FIVE YEAR':: ATTER
' PREPARATION, THEN DRESTTQY, N

3 | GENERAL SUBJECT FILES

General files created in every administrative coffice of the Council which include
correspondence relating to public higher education; data, statistics and other informa-
tion on evaluations, plans, programs, standards, cvoperation hetween states (includirg
Federal activities), studies and research projects.

RECOMMENDATION: CUT OFF FILES AT END OF EACH FISCAL YEAR. RETAIN FOR THREE ADDITIONAL
YEARS, THEN DESTROY.

Schedu ptoved by Department, Agency ot Division Representative :
, Executive Director.
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